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Legislative Computer Services

REQUEST TO SPEAK ONLINE MANUAL

The Request To Speak program allows you to sign up online to speak on a bill that is to be heard in a
legislative standing committee.  You must first have already created an account at the Senate.  

Logging On
1. Sign in with your username and password.

Type your username
and password and click
LOGIN.
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Search (Add Request)
2. There are 3 ways to find a bill:

1.  If you know the bill number you are looking for, enter it in the box and click BEGIN
SEARCH.

2.  If you know the committee your bill is going to be heard in, select the committee from the
list and click on BEGIN SEARCH.

3.  If you know a phrase that is contained in the Short Title/Now Title, enter it in the space and
click BEGIN SEARCH. 

3. For this example, select the committee name and click BEGIN SEARCH.  Select a bill and click
CHOOSE BILL. 

Select a bill and click
CHOOSE BILL.

If you know the bill number you are
looking for, enter it in the box and
click BEGIN SEARCH.

If you know the committee your bill
is going to be heard in, select the
committee from the list and click on
BEGIN SEARCH.

If you know a phrase that is contained in
the Short Title/Now Title, enter it in the
space and click BEGIN SEARCH.

Click here to execute the search.
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4. Fill out all necessary information and click SUBMIT INFORMATION.

5. While your request is being processed, Add Pending will show next to your bill.  Click the
REFRESH LIST button on your browser to make sure your bill has been processed successfully. 

Click here to submit
information to the
committee chairman.

Click here to reset
the form.

Click here to
refresh the list.
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6. A successfully processed request will look like the following window.  Note the number of requests
has changed.  You can modify or delete the request.  Click the SEARCH (ADD REQUEST) link to
select another agenda. 

Modifying A Request
7. Select the MODIFY REQUEST button to make changes to your request.  Click SUBMIT

INFORMATION to submit modifications to the chairman. 

Deleting A Request
8. Select the DELETE REQUEST button.  Click OK to delete the request.  

Click here to
confirm delete.

Note the number of
requests.

Click here to select
another committee.

Click here to
modify the request.

Click here to delete
the request.
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9. Click OK. 

10. While your request to delete is being processed, Delete Pending will show.  Click the REFRESH
LIST button on your browser to make sure your request is deleted.

11. A successfully deleted request will look like the following window.  

Logging Out
12. Click the LOGOUT link from the top of the window to log off.  

Click here to refresh
the list.
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